
A Comprehensive In- 
/ -W- jr NOWLEDGE IS power” 
• 1/ said a 17th century phi- 

losopher Francis Bacon, 
-L ^L.and “nothing is perma¬ 

nent except change” said the Greek 
philosopher Heraclitus. The natural 
conclusion of these two maxims re¬ 
quires that attorneys regard updating 
their knowledge and improving their 
skills their highest priority. 

It is worth noting that continuing 
legal education (CLE) had its formal 
roots following World War II, when 
attorneys returning from the military 
needed to refresh their legal skills. In 
the past four decades, CLE has 
changed from a voluntary scheme to a 
requirement of most state bars. 

New York recently joined the trend 
towards mandatory continuing legal 
education by enacting a requirement 
for newly admitted attorneys to attend 
32 hours of CLE during their first two 
years of practice. Now it has passed 
new regulations (to take effect in 
1999) that require all attorneys to at¬ 
tend at least 24 hours of CLE courses 
biannually and to report on such at¬ 
tendance as part of their biannual reg¬ 
istration process. 

Librarians are ideal candidates for 
assuming that key role in developing 
and operating CLE programs. They 
are the knowledge facilitators and are 
closely connected to the suppliers of 
CLE programs. In the minds of others, 
Librarians have already made the 
transition from the image of book- 
based warehouse custodians to 
knowledge managers. 

Eight Basic Steps 
The eight basic steps to developing 

a comprehensive CLE program are: 
conducting, a needs assessment, es¬ 
tablishing policy and support, devel¬ 
oping a mentor, determining and 
using what is available publicly, de¬ 
veloping in-house programs for certi- 
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fication, uncovering and using 
internal resources, publicizing the 
program, tracking attendance and sur¬ 
veying for improvement. 

Where appropriate, we have used 
examples from Credit Suisse First 
Boston over the past two years. 

The first step of any successful pro¬ 
gram is to survey the applicable audi¬ 
ence to determine its needs. Issues 
may include ascertaining the current 
attendance level, whether the attor¬ 
neys have been attending CLE pro¬ 
grams to meet license requirements in 
another state and the attorney’s 
thoughts as to the CLE programs best 
for them, given their individual back¬ 
grounds, practices and time 
constraints. 

While CLE has such justifications as 
making attorneys more competent, 
ethically aware and professionally re¬ 
sponsible, not everyone looks forward 
to mandatory CLE. The more it re¬ 
sponds to the perceived and actual 

needs of the audience, the more likely 
it is to be embraced and found 
rewarding. 

Establishing Policy 
A successful program must have a 

clear policy and widespread support. 
Policy and procedure are to be tai¬ 
lored to the organization’s mission 
and value statement. 

The goal is to ensure that the insti¬ 
tutional culture fosters and rewards 
learning. That requires top-level sup¬ 
port and leaders who champion it. 
Key to marshalling support is to en¬ 
sure that the senior managers are in¬ 
volved and personally supportive, in 
both their written and oral communi¬ 
cation, of the goals and procedures of 
the program. In addition, an activist 
CLE Committee is very.useful for mar¬ 
shalling support, making suggestions 
and starting the momentum toward 
continual learning. 
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Most in-house counsel perceive 
that staying current on legal develop¬ 
ments, learning new skills and gaining 
additional knowledge provide an edge 
in serving clients in one’s current po¬ 
sition, or when seeking a promotion. 
From a corporate standpoint, continu¬ 
ing education represents a significant 
contribution to staff loyalty and as¬ 
sists in keeping staff. 

Developing a Mentor 

Locating an appropriate role model 
who has previously developed a suc¬ 
cessful CLE program is an important 
step in assuring the success of any 
new program. Preparing and running 
a CLE program requires massive ef¬ 
forts, and the key is in the details. A 
mentor can be a great help in making 

Continuing Legal Education Board. 
They include 11 of the State’s law 
schools, 21 law firms, 17 bar associa¬ 
tions, five publishers, traditional CLE 
providers, eight governmental organi¬ 
zations and other organizations. One 
of the most cost-effective ways to pro¬ 
vide CLE in New York City is to be¬ 
come Privileged Members of the 
Practising Law Institute. That program 
allows an organization to send legal 
staff to as many PLI programs as they 
have the time for at no additional 
cost. . , 

In addition, various colleges and 
business schools have valuable class¬ 
es. Note, however that while these 
courses may be a key part of any con¬ 
tinual learning program, they may not 
always be eligible for CLE credit. If 
CLE credit is a primary factor in 

su«"e that everything is considered choosing the course,, it is important to 
and pl^nnecL Tor,. ,iV,., , s j,check on the program s status. 

So far, 66 CLE providers have been Consideration should be given to a 
accredited by the New York State wide Tange of alternative forms of CLE 
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delivery, including satellite broad¬ 
casting/videoconferencing, telephone, 
video or audio tape, the Internet (live 
or using RealAudio format), CD-ROM 
and, of course, organizational meet¬ 
ings at varied locations, which could 
even include CLE programs at popular 
beaches, ski or other resort locations 
or cruises. 

In-House Programs 

In addition to publicly available 
CLE programs, it is appropriate to de¬ 
velop in-house programs that can pro¬ 
vide focused education accredited for 
CLE credit. 

The requirements for developing 
and conducting an accredited in- 
house CLE program are not burden¬ 
some. The New York State Continuing 
Legal Education Board has prepared a 
simple two-page Application for Ac¬ 
creditation of Continuing Legal Educa¬ 
tion Activity. The board approves 
individual courses quickly. The re¬ 
quirements for becoming an Accredit¬ 
ed Provider are more extensive; the 
applicant must have produced an av¬ 
erage of 10 or more CLE courses in 
each of the preceding three years and 
provide the board with a sampling of 
those courses. 

Preparing in-house programs has 
three steps: pre-presentation, presen¬ 
tation and post-presentation. The pre- 
presentation phase includes locating 
a physical setting that is comfortable 
and conducive to learning, scheduling 
the program at a time and location so 
as to be free of interruptions from 
telephone calls and office matters, de¬ 
veloping, and, distributing publicity, 
working with the speaker to prepare 

Continued on page 33, column 2 
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high quality, readable and tire fully1’ 
written handout material, developing 
an evaluation questionnaire to be dis¬ 
tributed at the event, having the 
speaker prepare a resume and decid¬ 
ing whether to provide food or cap¬ 
ture the program via audio or video. 

During the presentation, introduc¬ 
tions must be made and a question- 
and-answer period should be 
conducted after each speaker. Atten¬ 
dance must be taken and evaluations 
distributed, collected and saved. 

In the post-presentation phase, the 
evaluations must be summarized, the 
application to the board prepared and 
thank-you notes written. After the 
board's approval is received, certifi¬ 
cates of attendance should be provid¬ 
ed to all attendees. 

A wide variety of external people 
can be selected to speak and conduct 
training. Paid professional trainers 
are a natural source of speakers, as 
we attorneys in government practice 
and law school professors. In addi¬ 
tion, law departments are particularly 
well suited to provide attorneys to 
speak, as are law firms who would like 
to get business from the corporation. 

Because continuous learning is not 
limited to meeting CLE requirements, 
Credit Suisse developed as part of its 
in-house programs a number of spe¬ 
cial workshop programs targeting 
specific skills. One program was a 
writing workshop, which included in¬ 
dividual evaluation of actual work-re¬ 
lated writing and coaching sessions. 
Another was a high-level 2 V4-day 
management training session con¬ 
ducted outside of the firm; individual 
meetings before and after workshops 
were conducted with each of the 
participants. 

Internal Resources 

One should strive to discover inter¬ 
nal resources available to assist in 
educating the organization. Often, an 
informal survey of the staff will identi¬ 
fy individuals who have the special 
knowledge or skills that can be used 
to educate or train other in-house 
staff. Nearly every organization will be 
able to identify and use some of its 
own internal people to provide CLE or 
educational programs. The informa¬ 
tion technology training coordinator, 
for example, may have classes and a 
network of outside trainers in the ar¬ 
eas of word processing, spreadsheet 
and database programs. 

Further, a wide variety of non-tech- 
nical programs may be available to 
the legal department, including stress 
management, time management, man¬ 
agement skills and presentation skills. 

Distributing Information 

For a CLE to be successful, a strong 
continuous distribution mechanism 
must be constructed to catalog up¬ 
coming programs and to communi¬ 

cate information about those 
most*'effective,'‘rhe 

information’"must be made available 
to the attorneys via flyers, reminders 
at firm and departmental meetings 
and e-mail. A calendar on the Intranet 
can be very efficient in making infor¬ 
mation about programs available on a 
continual basis to everyone. 

The calendar would include the title 
of the program and the sponsor. For 
nearly one-third of the programs 
(those that were expected to have the 
highest interest level), the program 
brochure or a narrative article about 
the program was loaded as a hyper¬ 
text link. For nearly all the Practising 
Law Institute and American Law Insti- 
tute-American Bar Association pro¬ 
grams, the Web page from their 
Internet site was downloaded and 
then fully uploaded as a hypertext 
link in the firm’s Intranet for quick 
and easy access. To be successful and 
reach everyone, the program must be 
regularly and consistently promoted. 

Tracking Attendance 

Attendance must be tracked and the 
users constantly surveyed for ways to 
improve the program. Non-attendees 
must be identified and surveyed to 
determine what programs would be ol 
most interest to them and to deter¬ 
mine if alternative formats or program 
structures are necessary. 

To track attendance adequately, ei¬ 
ther a database or spreadsheet should 
be constructed. It is a good idea to 
distribute regular reports about the 
success of the program to senior man¬ 
agement. Data can be collected in the 
spreadsheet many ways (by sponsor 
by department and by user) and usee 
to prepare a budget and to make sure 
that everyone is given an opportunitj 
to participate. It also helps ensure 
that programs of interest are offeree 
to as wide an audience as appropriate 
Make sure that all the charges are 
posted to the correct account and tha 
the charges reflect agreed-upon dis 
counts with vendors. 

Because CLE is part of building thi 
knowledge base of the firm, you ma; 
wish to require participants to giv< 
the course materials or books to thi 
department's library, making it avail 
able to the entire legal department 
Even if attendees are permitted ti 
keep the material in their office, thi 
library should still catalogue it. Tha 
record should include a detailed tabli 
of contents and multiple subject head 
ings. That way, everyone become 
aware of the existence and location c 
the CLE materials. 

By following these steps, the in 
house CLE program is on the road t 
success. The process of continue 
learning is critical to the individual’ 
personal development and the firm’ 
competitiveness. CLE plays an impor 
tant part in making sure that the attor 
neys keep up in their knowledge o 
the law and improve their skill in un 
derstanding and using it. 
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